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The Task Force has sought to p:ebﬁ:g a basic document upon which a libriry may

 clabarate ‘to achiieve its owir statement of personnel policy. We hope that libraries not .

having a written personnel policy will be inspired to produce such a statement and that

libraries alteady having written policies may be stimulated to re-tead and ?-date'thei:s.’
of Trustees ' -

Once written, a personnel policy must be normally adopted by the Boar

. with the adoption date a part of the policy. It must b:,regulnly revxscd'm accordance

with established procedures, = C
“Federl stutes and the Jaw of Obio muse be fllowed where appliible, '

A ‘cbpy of the pers » el policy must be given to each libtar_y emplo;iéa

_: // 'I'he Task Force félt that no one model personnel policy could be applicable to all

. ~types ‘of. libraries. Therefore the study is divided into five sections, two of which are
~ models and three of which are guidelines. It is not sntemtled that any library showld adopt

- the modals or guidelines as they are written. Portions of the academic library policy may -

~ be interchangeable with' policies of other types of libraties and vice versa. The Task'

Force reviewed samples of many good, working pecsonnel policies from Ohio libraries.
It is recommended ‘that libraries be contacted for copies of their personnel policies to be
used along with these models and guidelines in preparation of ‘any statement. It is also
recommended that staff representatives be included in any formulation or revision ?f
a personnel policy. o ’ : ‘ /
_The Task Force has drawn heavily on policies submitted and on the second editfons
of the follovg'ing: o ‘ e . ;
3¢

o N

" Personnel Organizasion and Procédure. A Mansal Suggested for Use in GJoIIcgc
* and University Libravies. (Chicago: American Library Associition,/ /1968)

Personnel, Organization and Procedsre. A Manual Suggested for-Use if; Pyblic
Libraries. (Chicago: American Library Association, 1968) - |
o L » vob '

-~ ‘ . - MARION DAWSON,_Cith&nd Public bmx'T - /
ry

s . Donis ROBINSON,/CZfahoga County Public Lib7

éédrpmom ‘

S | /
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‘ commcnded fo:: ‘taking charge andJ kecpmg eack,

:' . The Board of Directors of the Ohxo bemy Association has approvcd
' . ments with. the knowledge that they are not perfect, They are, however,

. They will require review (as do all personnel policies), Comments and sug;
w fmm those who make use of them will be consxdercd for futuce cdmons of the

. S , -+ Ropert H. DONAHUGH, Pm;dm: |
f e - ' ‘ Ohio Library Association
| January, 1975

DF.FINITIONS . | ERE
' Pmonnel

—Rules and regulations pnssed by the Board, to be used» \ ,
m sdminister the library: suﬁ' copies must be gwen . :

p to each employee. o ‘ -
} S“E |

-—Includes the personnel policy and. dcﬁnes 0 tnond' -

i procAlures and .other matters. tonccrmqg d‘;;er:o day \
T conduct:  © O
-2 S Bocd Policies — All policies by the Board of Tmstces mcludmg pet- t
. t sonnel policies, , .
) e . o o o v‘».
"' g, . Lo ‘ "' ‘ ' :
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INTRODUCTION TO MODEL PERSONNEL pouc\r FOR
ACADEMIC LIBRARIES |

This document is : intended 10 serve as & guide and will not fit the ex&ct situation
in every private or state supported academic hbmry ‘Certain phrases (such as .
-\ advisory council,. unit heads, board of trustees) are meant to ‘be’ interthangeable

with titles i inuseara particular institution. :
\. .

esearch program of the academic community. -This policy statement shall: stand
1 guxae for library personnel and shall complement the general petsonnel! policy -
¢ the institution and the regulations conumcd in the faculty handbook and the -

nbn-academic employees handbook. ,

-(name of institution) hbmy exists as an integral part of the tca;‘:liijj{:g' and

- Fagulty rank is custommly gmntcd to all lnbraéfms in recognmon of the contnbu-

a

Lucy CaswaLL, Columbus, Chairperson
Rira HirsHMAN, Columbus.
JAck Scort, Kent
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.. MODEL PERSOM POLICY FOR ACADEMIC LIBRARIES

4" ic APPOINTMENTS : . .
- A. Recruitment L , ‘
L e o Apolxcy of affirmative action i$ practiced; there should be no discrimination
- " or favoritism because of race, sex, political beliefs or marital statifs, Physically
- handicapped gcmns are given equal consideration for employment if able to -
petform the duties of the position. : = o :

Recruitment by the libraty is generally for 'an entrance position. However,
applicants may be sought, internally and exvernally, for vacancies at allevels
of responsibility. In all cases, the library works within the policies and pro--
cedures of the institution, co ‘ :

Relguitment is accomplished through the usual channels as appropriate:
correspondence with and visits to library schools; advertising in newspapers
and professional journals; contact with schools which offer library technician
programs, employment agencies and bpsiness schools. A job -description,
indicating qualificatfons and salary rangy, is always provided. Local residents
are considered with all other applicants, and credentials are judged equally
‘with no specisl preference given because of location. ' K

In recruiting libsary faculty, cfforts are made to secure representation from ~/
& variety of sccredited library schools in order to provide varied points of
view withirt the librasy. : :

, : ' i ’
- & library staff member in charge of personnel recruits and selects student
v / " assistants, Advertisements in the student newspapers, library staff. coneacts, -
and contacts with the institution's employment office are uscful méthods of -

o recruiting eligible student assistants.

The library seeks to identify and encoutsge the development of interest by
students and supportive staff. in library work as & carcer. Assistance is given
in securing scholarships and financial aid. . - :

B. Selection » *

Selection of faculty and supportive staff is based solely upon. qualifications
of the applicant in relation to the réquirements of thie parcicular position.
Petsonality, intellectual ability and general aptitude, as well as educational
and cechnical ability, are included ity the consideration. Promotion from within
. is general library policy, but applications from outside the library are also

%. | considered, in order to fill the vacancy with the best qualified pefson available.

All applicants are expected to submit & completed application and to supply- *,
the names and addresses of references who are familiar with their abili
) - and character. These records are carcfully investigated by the personnel ad-
ministrator in order.to insure that the qualifications of tha candidate are
appropriate for the position. Personal interviews are arranged at & convenient
= place, and when » candidace is asked to come to . cwreearen fOF
% an interview, the library normally pays the expenses. An advisory committee
of faculty and supportive staff parcicipates in the selection process for the
. positions of unit heads, assistant ditectors and ditector of the library,

: ® 8 . .
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Placoment ~ ., . . _‘f'.$$“
Appointments of faculty members are made by the board of trustees lcting o

: . upon the, recommendations of the director of the library. Notice of an offer
. of appointment iy made in writing and specifically describes the title #nd

. D.

. opportunity may be given to transfer to another position.

duties of the position, terms of salary, probation and ténure, hours of setvice,
sick "leav€ .and vacation' allowance, and insurance snd retirement benefits?
Acceptance of the appointment is to be made in writing ‘to the person. from -
whom the offer is received and is considered a binding contract with atceptance
of the terms specified jn the offer. L o
Suppartive staff members may be appointetl without &' formal letter of offer.
Temporary appointments, or special contracty, may be given to persons who
would qualify- for permanent appointment also, When positions are tem-
porary, this is clearly stated at the time of the offer of appointment.

Probationary Period = - e :

A period of gerobution for faculty members is ciubli_shcd according tg regu-

lations detcribed in the facylty handbook. At the time of permanent appoint-
meat, the librasy faculty member’s quality of work, contribution to scholarship
in the form of research and publication, community service and personal.
characteristics are carefully considered. The decision concerning a permanent
appointment is made by .the board of trustees, but is based upon the recom-
mendation of the difector of the library. The director’s recommendation is'
based upon the evaluation of a peer group,-but the director reserves the
tight to overrule this recommendation. The peer group considers the record

- of service as evidenced by the supervisor's evaluations and reports of profes-

sional activity and qualifications. A faculty member whose concmce will not
be continued will be notified in accordance with ‘the: institution’s regulations. -

© Unless otherwise specified by state law of insticutional regulatiohs, the pro-

bationary period for supportive staff is one year. During this.period,{the ..

supervisor holds 'quatterly conferences to discuss stmp‘gths d ‘wepknesses
with the probationer, and to make recommendations® for furcher’ improve-
ment. If an employee does not perform satisfactorily at the firsy ‘dssignment,

N . ; l: e .
A sggportivc staff member who is allowed to complete the [probationary
period, but will not be continued on permanent appointment, Js given two
weeks notice prior to the termination of the probationary pepiod. A sup-

portive staff member is given permanent a‘ﬂgginuncnt.undcr hie: rules de-
scribed in the non-academic employces handbook. - ", :
“The library is not obligated to retain ‘any’ employee, faculty of Supportive

staff, for the entite period of probation. If work performance lis not satis-
factory and it is judged that little improvement is. likely to résult from
further training, the person's employment may be terminated. In no case
is notice of termination given without-previous and repeated warning in-
cluding at least one written notice. - '

A faculty or Qpppottiyc staff member who 'rcsign‘s'i good: standing is eligible- -~
for reappointment in the future, and may be cogsidered with all other ap-
plicants when an appropriate vacancy is avialablg,

/
/

1Nine/ten month contracts sre ghc usual appointment’ for libmy faculty with optional sﬁx_mﬁer i
contracts. Library faculty administrative positions have clcvqn/twervc month contracts. :

-~ . i M

WL ©)
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. CLASSIMICATION OF POSITIONS ‘ : 7|
A Facuby D |

.
<

-

f

© A InServie Ttalning_ : S ' // A

, fl:nrs continuous service2 Twelve months Ieave with half pay, or six months
!

»*

. the procedures to be followed.
- Suppertive Saff . ]

*

> . ' ;
) « M. ‘IACUI.TY AND S‘I‘AFF?;DMLOPM!NT . . Vs

2Ac this time sabbatical leaves for faculty of state ix_utimtié‘ﬁ's are not petmﬂtcd by Ohio law.

“Wage rates shall be based on the level. of the tasks pesformed, be competisive

- performance, . .
performance. ”.

_the beginning ‘of thieit employment. A tour of the various units, handbooks,

" supervisor all provide a backgrounid for the trainee. All new appointees are

" undersianding of the duties and responsibilities of their positions. "The -

R

S o . |
- S ) . P .
Library faculty shall be appointed snd retaitied in the same manner as other -+
faculty members of . ceviviremeemenmens 'Thie faculey hmcydkdmils '

[

b . U S

I.-;‘bm-y suppoitive staff and retained in the manner ‘pte-
scribed in the sion-acad o _ L I

Student library nssimmé'shall be hired ‘each term and paid an houily rate,

with rates paid in other areas of the institution, and .in compliance-with
minimum wage legiglation. Increases shall be. based on' léngth o iceand -

-
CA

4
5

. L /j’hy . . - P .
This is an\essential pare of the library’s program for nqé cmployces and con- .
sists of oridntation and training of new personnel, And training for supervision. -
Faculty and supportive’ staff members are given'a few: days of orientation at

on objectives and history of the institGgion and conferences with the -

expected to familiatize- themselves with the various manuals of operatfon
and prqcedutes o . a .

Each-supervisor will direct ‘the training’ of “new qiritplwccs ‘in a"thorough

supervisor also provides #pportunities for employees to assume new re- -
sponsibilitick and to use special dbilities and knowlédge. Training emphasizes -
increased effectiveness, and the ‘supervisor will make available opportunities . ° -
for advancement for those faculty and supportive staff members who have - -
approprite abilities and qualifications. S ‘ £

Encouragement of Fulther Education

Faculty and supportive staff members are encouraged to take advantage ‘of
oppoftunities for special and relevant study as long as such study does not ./
ir;t:ﬁfc:c with the work performance of the individual or reduce the efficiency -

of the unit. o : : = P
Astigned research dufy of up to three nﬁ'ths‘may be granted to Tibrary
fn%xlty members for research ahd/or further sttly in a relevane subject area, -
Sgbbatical Teaves may be grahted to faculty members upon completign of six; . - -

ve with full pay, may be granted for study or research in library science . -
¢ in a subject field. ' '

[y

*

k4
»
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- unv‘u,witboq:-.p'ay, up.to one‘ enrin léngth,‘iiz;y be gﬂnth ‘ch' study or”
for other reasops to fsuxlty me' portive staff. Application for sabbatical

" lor other leave is made to the di.r'cct%tpf the library- through the unit hesd.

Faculty members:who. are granted such leaves are ex to femain with

the library for ar least otie year after the conclusion of the leave, 7 - . - %

Information regarding scholarships,; fellowships and spetial grants in' library .

" science ora sui:‘ eld is thade available to the faculty, siod qualified per-' =

*, sons are encoiraged. to\take adwantage df such oppoctunities. - L

" “When mutually satisfactory arrangements can be made, exchanges between

/ . outstanding faculty -members arid recommended’libragians in other- institu-
*  tions, either in this country or abroad, are desirable, PR

Professienal Reading siid Prefessional Affifistiens and Activities ,
Faculty members ate expected to keep abreast of library literatuse and publi«

- cations in other relevant fields, . v S .
_ Membership and committee work in professionsl, éducational and academic - |
organizitions are of benefit to thie faculty member and the library and ate to

., beencouraged. With the approval of the director of the library, & reasonable

.. smount of time and secretarial assistance_is allowed for work on such com-.
/ ~ Arfangement for attendance-at lectures, professional meetings and conference
7 . Is made with consideration given to the needs of the, faculty member's area

/ .+ of responsibility. Active participation in such meetings is encouraged, and

; time with pay, including travel time, is allowed for faculty members to

attend such meetings. The libraty subsidizes the expenses of .officially desig-

nated’ zepresentatives dnd those faculty who are on '&rogmns and/or are-

. members of official committees. Whenevet possible funds will be made avail-

- able to others, Supportive staff members may be allowed to sttend meetings

of interest, and time off with pay is allgwed.”

S Faculty members are .expected to engage in expérimental if,tivitic!’ and re-
. seaf'ch and to. ;publish'mg:::ial‘ which contributes to-professional knowledge..
‘ o A I - ' -

" "IV, PERFORMANCE EVALUATIONS B

Supervisors report on the work of theit employees on a regular basis, Evaluations
relating to teaching, research, publication and service are required annually for
untenured faculty members, These are -submitted to the ditector of the library
and provide a partial basis for promotion, salary adjustment; transfer and dismissal. -
Tenured faculty are teviewed every four yoars follawing the procedures outlined
above for'unténured faculty. This evaluation forms & part of the documentation

-.. for-promotion, salary adjustment, transfer and digmissal. * . .

" The evaluation report for both tenured and yntenured faculty is discussed®in con- -
=" ference between the supervisor and faculty members and serves as & formal . -

- zecord bf che appraisal. The faculty meinber is to sign the report and may make

, “commentsion it. "y ' S '

Ed

. . . ,
. . .
- - ‘ s
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ive staff members are evaluated ye’;ﬂy and are also given the opportunity
ences with the supetvisor. In each case the report is to be signed by the
\and staff member who may make comiments if desited. ’ '

4

robationacy- period, conferences are held fegulacly. Likewise, durin
L 7 period following promotion, conferences and reports are required.
In case » supetvisor finds a staff member is not performing assigned duties in a
* satisfactory manner, discussions ate held with the employee, who may be given .~
~ further opportunity to imptove or be transferred to another assigament, if this

can be acranged. ) g R T

V. PROMOTIONS, TRANSPERS, DEMOTIONS, TENURE
: . i . \ B . »*

\

A/ Administrative Pnﬁgﬁ«u . o
/' When there are vacancies, the library evaluates candidates for promotion o
./ transfer who ate already'on the faculty’ or suppyrtive staff and who baye the
y ualifications for the position, The libtary is“also free to seek candidates-
/. trom sources outside the library in order\(\o fill each position with' the best -
~ Announcertient of a vacancy is always made Yo faculty and su cﬁonin staff,
Any member of the faculty|or suppostive staff ¢onsidered qualified may apply
for the vacant position either orally or in writing to the'personnel admini- .
strator. . - N T S '
Promotions ate based upon levidénce'of satisfactory pcr;&niance as indicated - .
-~ on thmguh: evaluatioi forms, service performance, promise .of future de-
velopnWat, and educational,| technical and personal qualifications. Seniority -
, is a factor.in consideration lonly when two or more candidates have equal
o qualifications, S i S . . . o
) Promotions are provisional for supportive staff members for six months?
/ Duting this time periodic rcports arc made by the immediate supervisor or
*. any other person whose opinjon would be valuable, If an appointec fails t0
/meet the requirements of the position during the provisional time as evi-
denced by the petiodic evaluations, the person is re;t'uncd to the former Jevel
of fesponsibility and salary without prejudice. ‘ S
It is sometimes bossible, when the opportunity /lises, to place a faculty or |
supportive staff member wha shows evidence of ability. for advancement, in |
. 4n acting position at a higher level of responsibility in order to test this
abiliry:.i»An appropriate salary is included in any temporary transfer to such
a position, :

A )

.
N . \
|
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‘ Ifa faculty o suppomvc staE member does not perform thc dutms of a
. _position, the employee may bé placed in'a position at 4 lower level of re-
: sponsxbllxty This lower level carries With it a lower level of compensauon L

-~ Previous ‘warnings, at least one: time in wrmng, and opportumty 10 unprove o

- must have been given prxor to snch 2 movc : i

Acadom-cl'romoﬁon S WS R e T
berary facuky Wlll. follow the academxc promonon p)&dures of the dnsutu.,- B

o Tenure. ,;f. ' '

co Appomtment 'to. a posxt J)n in th@' hbrary caries with-it a guarantce of thc

. “principles of tenure an

- 7 Library: Association in'its statements “Security of Employment in beraue '
. See Appendxx) d “Resolution on Loyalty Progmgst"‘

ollowmg the satiisfactory compleuon of the probationary perxod faculty or-
- supportive staff snembers, unléss appointed on a temporary basis, are- assured
- of continuous employment #s long as duties are performed competently and

“bers v tenure ‘may be found in the faculty /handbook sl

oW, SEPARATION FROM SERVICE |
Refirement © . -

: Voluntary retirement may take place after twenty-ﬁve yeats - of service or a
“age fifty-five. All faculty and supportive stali_;rf{a:tomancally retited: at\

~ least six mionths before the final date of employme KAftcr this date the .

B. Iesugnahons I ' ' . o
" Resignations dre dltected in writing to the. dlrector of the I\Brary Normally . k“ﬁ‘ ;

' Whenever possrblc exit interviews are "held with all cmployccs T ] ;/

s th "‘t of an’ employee yther assxgnment at’ the/
"xblhty,v fmad

e to another unit when feasible or neces-
tter_placement ot more effective personnel utilizat
additional or. wider experience. |,

If for-seasons f ilk hc‘alth, age or other rcsponsibnhues,an cmployee is unablcf
fulfill th s of ‘posxtron, and 1f>c1rcumsmnces permxt,,*tha >:

g

_n_on as. modlﬁcd t©o apply to lxbranans : PR R

BN

intellectual freedom 'as defined by ;hc Amcncan - '.

in accordancc gyxth the general policies as ontlined by thesboard of trisstees - ‘
of pecific procédures for,grannng facul ‘mem- *

age: sixty-five. Notification. of the retitement date-is given the employee at” .

retifement allowance of annmtyoprovxded by s in effect:” ?;/_v

resignations of faculty members will be effective at the end of the month o
__contract and, ideally, three months notice will be given. Two we nochew BN
.is minimum for supportive sta&' ‘members. .

]
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Dlsmisul _;
R o1 aremadeby the by
f»'ﬁtecommtndauon of the dire¢ts
+ " legal representative of the i

"“,Incompohnuor l.lnmnm v : o

. Arbitrary discharge shall ‘e threatcn the’ secunty of lﬂmty employea on -
. permanent appomtmcn": ince the fitness of" faculty and - staff .members-
"+ carefully examined d
- for dismissal: will m6t arise except under unusual circumstances. Procedures:
for dismissal of faculty membets are described in the faculty. handbook ‘and
- for supportiye/staff mepbers in the non-academxc employccs handbook ’;ﬂ”

"-'i'I‘l'orminl'_ nfor aust : R Jo
. An e plbxee ilty~ conduC: whxch is cnmmal, m{nmous '3 dlshonest
", the eyes of the law is\lubject to dismissal,” Procediites are . etauled m tl{

-~ faculty handbook and the b
© Financul Exlconcy / "‘,\;““‘*‘L‘ o - < f s :
" In the event of clearly mdentﬁnancialgggg;ey of the- mstmmon, it may
- mecéssary to terminate: the setvices oflibs mployees. If this- should .
‘ :‘"*occur, appropriate evaluations and- icngth of service ‘will ‘b taken intd.con
*sidetation. Notice will be given as far in advance as. possxble (m no case less
. than one year for-a faculty member. or. three months for a supportive staff,

" member, including accrued vacation due’). If tequested, the employee is given. ’

-academic employces hmdbook.

- Every assistance is given the employee in finding a suitable position els¢whete,
" andan explanatory statément is ngcn for’hts use m scelung a posxnon. s

Disconlinuanco of an Adtivity . :
- In‘an exceptional case, the best i mterests of t.hc hbrary may wastant the dxs- :

cofitinuance. écurta,tlment of an-activity. Should either action'become neces-
et will 'be made to transfer the sfaff member thus affected .i..

sary, every
"to another activity for which the person is ‘qualified. If a transfer cansot be .
arranged, an eatly notice will'be given (in no case less than one year for a.

% _faculty member or . thrée months for 4 supportive staff membet, - including

accrued vacation due); and, as in the case of ﬁnancxal cxngency, every posbele
kassxstanCe in ﬁndmg anothcr posmon K

EMPI.OYEE RELATIONS - o
Each mqmbe: of tlh' ibrary faculty and suppomve staff has a sngmﬁcant 49}5 to play

LR

S in achxcvmg library- objecnvcs Each supervisor has the responsnblllty 0, establish -
“and ‘maintain ‘'an environment which "encourages and tqcng!'ﬁzes eﬁ”ecuve and

cﬁat\ve individual contnbuuons to the total effort, -

A, hmclpallon in Managemen o O

Each library employee: should’héve an opportumty to contribute to te formu-
" lation of policies and procedures. In matters affecting sevetal units, the director
of the library seeks advice from appropriate individuals or commjttees. In -

n
ing the ‘probationary period, it is iexpected that cause .

. the opportunity for a hearing of which he is notified fourteen days in advance: , .

each unit, gmployecs and their supervisors wotk together to formulat policies =
~~afid~to- #§prove procedures. Siggestions from individuals  for chhnges in-

policy or rocedures are welcomed and are made to the immediate super-
_visot, to the appropnate committee or thtough the sta& prgamzan

1414) -
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Employge MT" us - o AR
:It' is essential that there be effective.and systematic commufication between
e _ -\ ’the faculty, sapportive staff ‘and andministration and. afnong individuals in -
4y .. —--matters involving the library’s policies and pro  Toward this -end meet-
A _ings are held on schedule or upon special call. Thesé include faculty meetings,
- The purpose of such meetings is to explain matters of ‘policy; to discuss
professiopal problems, new trends, techfiiques and procedutes; .to consider
¢+, = matters fvolving the faculty and/or supportive staff and their incerests; and
T Tone to . suggest questions- for: consideration. Programs may be; planged by
.00 . & | committees and all fzculey and supportive staff are urged to ‘take in the
_ - o+ . . discussion’of common problems. = .’ T L. :

-~
e

o -C.. Staff Organizations : . L PO :
i . Thelibraty staff organization is an opportunity for self-expression and leadet--
"+ ship and is a channel for the interchange of opinions. It is a means of making
oo g, 'the ideas and interests of the supportive’staff known to the faculty and ad- -
o mim"strq@ and, of fostering harmonijous relations and effective cooperation. - :
. " 21 ' All employees ate eligible for memibership in the library staff organizition, |
.+ ! The library administration'also encourages and' cooperates with other regu-
o ', ;i lazly organized responsible groups of library employees. Space in'the library,
) " ' when not needed for service to the public, is available for 'group’ meetings,
' " Representatives of the staff organizations may submit to the director of the

provement of «the service or betterment of the working conditions of em-

;7. ployees in the knowledge that all will be fully considered. The disector of
AR the’libraty will respond to the groups through the appropriate. group office
R, T aug?hmmm.,\ . B R

D. /. Complaints and Grievances .

When a problem first arises, the supervisor concerned will try to solve it. If
. no satisfactory sblution is found, or if the staff membér thinks that the prob-
o lem "has’ not been considered fairly, an appeal may be made to the next
; ", higher administrative authority or to the personnel administrator or, if the
- need arises, €0 the ditector of the library. Failing a mutually satisfactory folu-
tion, the employee may take the problem through formal grievance procedutes
to the.chief institutional officer, who, through a representative, will arrange
for a hearing. Information about the campus grievance procedure is available
* . ~in the library personnel office. All library employees will receive a fair hearing
for grievances. ¢ . - v
! ) % e O :

Vill. WORKING CONDITIONS *

IX. WELFARE AND ECONOMIC CONDIfloNs * '

* See Ohio Library As\sbciation's "Reoominénda;idﬁs or Minimum Basic Working Conditions '
Eringe Benefits for Ohio :Academic Library Employees.” o 2 “l 110, lﬂtf.
| | (15)
e
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- init meetings, and theetings with-all those engagéd in service'to special groups..

.10 promote progress.iticthe library profession. Opportunity is given to every- - :1 ,

 libtary personnel problems, resolutions, petitions or| suggestions for the im-




necommmnmous FOR MINIMUN[ BASIC wonxmc o
.-, CONDITIONS- AND FRINGE dmenrs ron coaT

» A ADEMlC |.|BRARY EMPLOYEES
f 1 D . o

nmonucnom SRR LI

£

Decisions on workmg condmons and fnnge beneﬁts for’ college and umvemty

personnel rest with the’ respcctlvc boargls of trustees with recommendations from . . -

“the administration of each ‘institution. It is assumed-that employees of academic

© libraries will generally, receive. the same benefits as those accorded to other em- -
ployees of the same ihstitution, that: those benefits should not be less than the -

K -ll.'

A

minimums recommended herein, anid' that all' professional staff holding a fifch year

hbrary’ degfee or other advanced degrée: shall be accorded faculty rank with its

tccomptnymg beneﬁts as provxded for othet faculty of the institution.

T -0

WORKING CQNDI'I’IONS

| A Hoursofvlork

~ Professiohal (Faculty) staff members should . devote as much time as is re-
-~ quired to -fulfill the rcsponsxbxlmes assigned. Normally they' should be -
scheduled for the same contact work load as other faculty of the institution.
~Time* devoted to teaching of library courses should be included in the
‘scheduled work load, as well as - reasonable amount of time fog_research -
. ~and for partxcnpatxon in ptofessihnal activities. )

- Supportive staff mémbe: sshould work no more than 40 hours per on A
four orﬁyeoday sched arrangeﬁl by the head of the department t udit of
. seryice.

© Staff members shogld work legal holidays (as designated by the institution)
and overtime only’ when authorized by their supervisor. When such work
13 performed, it must be paid at- 1\% the normal rate.

Vacaﬁon A " ‘

B

Professional staff on a motmal ‘ninemonth contract do not have specific vaca-

tion provisions, Those od’an eleven month contract should recexve no less than S

I

-« 22'working days per year.

be granted vacauon time (with bay) no less than-the followxng

o Vacation Earned
~ Length of Service. : - per year
undet 1 year . nome
, 1. 7 years ) 80 hours:
8-14 years . 120 hours
15-24 years: 160 hours
25 year or more ¢ . 200 hours

Vacations must normally be taken within the vacation year in whlch granted.
Deviations from this must be approved by the head librarian and the appro-
priate academic personnel officer. - . .

©ae)

. 16

w~ Supportive staff working on a regular schedule at least one-half nme should




' . ;;
©oe sick leave { VA R
' Sick leave.with pay should be allowed to all :cgularly schcduled employeesA
working half-time of more: The; allowance: should be granted when employees
‘ate incapacitated by illness or jinjuty, when they have been éxposed to con- «
» “tagious discase, or when they must be abserit for medical, dental, or optical
..~/ 'examinations and treatment which can not'be scheduled outside of working
4. hours.: Sick leave at thé rate oful .25 days per month (cumulative to ng less
-/ than 120-days days should be allowed for full-time members of the staff and,
/o oma pro-rated basis, to regularly scheduled part-tunc employees ‘who work at
o least half-time,

/
Emergency Jeave with pay shduld be grasited in case of serious’ dlncss, injury
R .or death'of a member of-the iate family or household of an employee. |
. - The ‘amount should depend. tupon; cu'cumsmnces but notmally would not_
- exceed three working days. |/

' Matermty léave with pay shotld e granted up to the amount of sick leave
- and/or othet eirned time accumulated, with any' additional leave to be

granted ;without- pay wuhm limitations prescnbed by the governmg board '
o} f the organization. ‘ '

D. Sabbahul anc‘ Other I.nva clf Abum:o

. Professnonal staff should be gtaﬂted sabbatical or special leaves, with or with- =~
' out pay, on the same basis as iny other faculty member within the fram - T
‘ work of institutional policy. o S o
. 4 \ " . -
E.  Other Time Off _ : : o .
By law staff must be ljrmmed ‘time off for sclecuve military segvice agd
jury duty either with 8 wuhou pay at the dnscreuon of the Board (pr
Orgamzauon) 1 -
m WELFARE AND Economic BENEFI'I'S g

Vo

A, Insurance ' ‘ ' |

- All library cmployees should have avanlablc to them the same group hospitali-~
zation and major medncal insugance plans which apply to other facultyr and |
staff of the institution. . ‘

" B.  Pensions

' : All library etlﬂ should be eligible for coverage in the pensnon plan. authonzed
EL by the institution for all other faculty and staff,

e

T C. 'I'umon Fees

Library staff members shall be. chgnblc for the remission of tuition fees”at the
institution’ under ‘the same" provisions available to other faculty andstaff. .

D. Tenure 4

*
-, Professional hbrary staff should be eligible for tenure as faculty members

- under the same regulations whicli\govern the granting of tenure to any faculty
‘at the mstmg\on ,

' Appfoved by tbc Obta llfbrary Auacmnan Board of Drrectar.f, June 7,1974.

Q T ‘o an
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| INTRODUCTION TO MODEL PERSONNEL POLICY
o rokruauc uaumes I

The S bem'y isa body politic incorporate estabhsbed under '
the laws of the State of Ohio, The governing body of the library is the board of trustees .
appointed under the laws of Oluo. The board has wide powers to establish, promote andl,'

" - maintain library service. The boutd's responsibilities include selection and appomtmenti

of the chief librarian; securmgfof funds adequate for a progressive, expanding program;

control of library funds, property, and equipment; and promotion of libiary interests.
“The boazd approves the appointment of all salaried seaff. members, acts on the policies
and budget recommended by the dikector and uisponsxble to the peo;le for’ lxbr:a::yl
actwmes and senuces ;

;’

The petsonnel polxcxes as ‘set forth in the followmg pmgzaphs have been adopted as
official policies as of : and shall be revxew’ed annually '

§ : (date) R ‘
Note: In libraries where thete is no personne, officer or personnel ofﬁce, duties requu:ed
~ of such a position will be petformed by the irector or a person designated by the dnrector' o

o i s v (20) ZO A




ODEL PERSONNEL POLICY FOR PUBLIC LIBRARIES.

A. Recruitment | B

'i'he library is an ‘equal ospoftunity employer and practices a poliy of affirma-
_tive action in hiring and promoting. without. regard to sex, age, race, creed
/ or ethnic origin. Whenever possible, positions ate filled by promotion within.
" the saff, Vacancies within a library should be advertised to existing staff

members for their information ¥nd consideration. If no qualified member of
the present staff is available to fill the opening, the position is advertised in as

application must be filed with the personnel office or equivalent,

[
k]

: . : \ : - -
" s."dion (‘ .v . \‘ “'}:»',r;. " ‘ ‘ Lo
Selection of staff members is based on the requiréments of the position, with
due attention to educational and technical qualifications, as well as personality, -
" intellectual ability and general nptitudeg(or the position involved. Every effort
is made to fill positions in th§ professional classification with suitable appdint-
ments from applicants who hyve teceived w degree in Library Science from a
college or university of recognized spanding. Once it his' been established
. e a position fequires the expértise and educational background of a librarian
with a Mastet'’s degree, applicants of lesser training dre not considered unless
a radical change has taken place in the nature of the job. In an effore to main-
tain libraty service of the highest caliber, teplacing professional staff with
para-professionals for purely financial reasons is to be avoided at all times.

. ‘ , ‘¢
Appointment of members of the immediate families of the library board is -
prohibited. Appointment of members of the immediate families of ad-
ministrative officers, even for hourly employment, is made only, with the
approval of the board of trustees. o : ;

For tempor itions, preference is given to persons with qualifications
which w%oultlryexﬁzsle the?nl_)to sonsideration for permanent positions. A staff
member who resigns is eligible for reappointment at a future time and may
be considered when a suitable opening is available, providing qualifications
© are satisfacroty. Former, employees re-entering service of the libraty shall be

~ treated as nc”vv"cfnployccs,

-~

C. Placomo‘_ﬁg

) . e )
+  Appointments of all salatied personnel are mad:{”ﬁy the library board on
"~ recommendation by the director. The personnel officer informs each new em-
ployee, in writing, of the exact time and naturg-of his appointment. A copy
of the personnel policy and the job classification and pay plaa are also given
to the new employee at this time, ya I
- " -~y . . -

)

S
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‘wide-sptead a manner as is necessary to secure qualified applicants. A written. -
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D.

-

Il. - CLASSIFICATION AND SALARIES

-

A.

—————

Probaﬁon and Tenure*. . , : 7
Each new professional ‘staff member is considered to be on probation for the

first year of employment; other employees for six months. If, for any reason,
the administration wishes to* terminate cm%loyment during the probation

period, it may be done with the usual notice but without. the right of appeal.
A review of the employee’s work performance is made midway through the
probationsry petiod as well as' ac the end of it. Reviews should be initialed
by the employee, or the evaluator should sign ‘a statement declaring all points. -

. in theé géview wete discussed with the employee. This review will be discussed ;
‘with the employee by the department, division, or branch head. Upon pro-,

motion ot transfer an employee enters upon a new probationary period. In}~
extraordinary circumstances a probationary period may be extended —; not;
to exceed the’ period of the original term.

After ‘completion of the probationary- period,\hc' employment (but not
assignment) of a staff member, unless appointed on a“emporary basis, carries
with it'the assurance of continuous and permanent employment as long as
the employee performs assigned tasks competently and in acca@nce with the
policies of the library. (See VI C) ' S e '

Job Classification 4

All positions have been analyzed, classified and placed on the salary:schedule
so that those requiring similar dutjes and responsibilities are gtwpez together. -

- Bach position or class of positions has a written job description.

Positions ate reviewed periodically to take care of changes in duties ancui- to
remove incquities. No changes shall be made in the classification unlegs 4
radical change has taken place in the nature of the job. A request for review

. of any position may be made to the personnel office by the incumbent or

supervisor. Vacant positions are reviewed by the supervisor and personnel
officer before being posted for applications. 3

Salaries and Increments ,, ,
The salary schedule has been ‘established by the board of trustees. Each

* position has been assigned a grade in accordance with -the salary schedule.

Increments will be granted on a regular basis dépending upon performance

and ‘tenure. Scheduled periodic reviews of the salary schedule take into con- . °

sideration current library salary standards, cost of living ahd pay for com-
parable work elsewhere. Salary adjustments should reflect continuing educa-
tion. In-all cases the library’s salary scale will abide by ‘existing laws, such .
as that pertaining to minimum wage. o e

)

* See Appendix for American Library Association statement of security of employment. -

Q

%)
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Otnmudonmdmmmguepmudedforellnewsﬁﬁmemben.&m&

training program desi ed to encourage continupus deveJopment of employees, -
: - ' toprom&ethrypﬁormm )oburufmionupmoflibmypolicy
"Inservsceminmgudmgnedmmchdllevelsofmﬁ

o Mech, mﬁbulletins,bulletmbmrds,ccc.wnllbeuulwedrokeepnﬁ
E ,,Inordeetopromoteeoopermonmdnhumgofmfomuioneprognmxof o
, reguﬂersu!fmeetmpieechmgtlllevehofmﬁnmmned. o

D. A‘vanudlduaﬂod" ' } ' o

‘ Funbereduatnonrseﬂcmngedqnlllevek. L ' o

R Professlonsl Activities

Irupohdytoencmngemem bymﬁmembersinthe()hsoh .

* Association, the American Libracy Auocuuon, and other professicoal organit -
- zstions, Time with pay may be allowed staff membets wishing to attend

- meetings aiid conferences sponsored by profm;pnal library ot lrbnry xeht«\

”

"organizations of which they are members.

Within the limiatons of the budget, the ditector will request funds fromi,
the boatd for financial assistance st conferences. A teasonsble amount qf\ v
preperanon time is- allowed seaff members pemcnpeuug in progruns v

™. ;,rmowhcr EVALUATION

to supétvisors for all ‘staff members. This form is the basis of an appraisal intet- |
- view betwéen the employee and ‘the immediate supervisor. If he desires, the em-
g ¥loyee may sequest the next immediate supetvisor to be presentalso. The completed -
orm is to be signed by both the employee end the supervrsor and is aveileble upon |
gequest to'the staff: member I

' Performmce evalustion fofms vmh xnstrucnons for rating ate sent out unmnlly\
eted |

Fach new. member of the staﬂ' is rated at the xfnd-pomr and theeqd of his proba- K
tionary perxod

Performance eveluntxon interviews are used for t}te develOpment of e:ch mdmdunl w
saaff men;ber for consideration of transfers, promotions, and granting of increases;
and in replying tg/ requests for recomimendations. - p ,

. Poot performence should be discussed wnth the staff member, and direeuons and ,
* deadlines for xmprovernen: should be a part of the written evaluation and intetview.

&
1 . : ,
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© . VI _TERMINATIONS o

- birthday. In some cases, because of the needs of the library, thie Dir

- .-comes unable to fulfill the job tequirement, the employee may/

*a

V. PROMOTIONS, DEMOTIONS AND TRANSPERS - -~ /
‘;ndt oris . ] ' FA

L0 ) .'.‘
‘Promotions ate based upon evidence of previous. satisfactory pc/rfofﬁunce. If

an employee fails to fulfill the duties and responsibilities of a new: position
while on prohation, the employee may be placed in a lower grade:position.
Employees may apply by letter for promotion as positions become vacant., -

Transfors R : S
Transfets are changes in assignment jin which the salaty remains the same,
buc the job duties may differ. Transfers may be initiated, i ‘writing, by
library administrators or by staff members. Transfers of personnel are made

for the good of the service and the develppment of a staff ember’s potential. ‘
"Whenever possible, the needs and desires of the,employee are taken into con-  *

sideration; Tunsfe:\should be made’ only, aftet consultation with the super- °
visor and employee involved. o e ‘
. : o ) "

A

*
El

Retirement from the libraty is compulsory at age 65 and ‘will bécome effective
at the end of the calendar month following the month of the emplefee’s

the approval of the Board may ask a staff member to continué in

beyond age 65 but-not for more. than one year at a time, If an erdp

to
take early retirement. e o
The personnel office will discuss retirement with the staff mem%/md the
supgrvisor six ndonths prior to- the 65th bir 2. W

-

B. Resignations « . : .
An employee who jntends- to tesign informs the immediate supervisor and
~7then ‘submits a wn'ta resignation to the director, Four weeks notice (before - -

the last working day) is the minimum required for professional positions,
and two weeks notice for other positions. Whencver possible a staff member
in an important administrative position should give a longer notice.

v . . . , o

Dismissals © = ) o [
Employees are dismiséed or suspended by the board upon the recommendation -
of the director. At employee may be-dismissed: for incompétence and unfie-

" ness, insubordination, frequent unexplained absences from duty or -conduct

which is criminal, infamous or dishonest in the eyes of the law. A waming
is always the first step toward dismissal. In all cases. where the facts ate in

dispute, the director shall inform the accused employee in writing of the
charges and offer an opportunity to be heard by the board. This hearing
shall be held at least 10 working days after the written charges are Sent to
the employee. The employee may ptesent a viewpoint and may ask the staff
association or another interested party, to speak. .
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P . Retrenchment * S 4 o S R

PFinancial exigencies, chapges in library sérvice, realignment of functions or
adoption of new methods may requite the elimiriation of . positions. Reduc- -
tions in staff will then be made in this order: (a) those who have passed
the retitement age of 65 and hdve beén asked to continue in employment, -
" (b) those who have the poorest service and-attendance records and (c) those
with the shortest periods of sefvice. In such cases, as much notice ds possible
L ~ showld be given, Affected staff'members.should have the opportunity to ask for ¢
’ . reassignment to positions for which they are qualified. If requested, the em- -
’ ployee should be given an opportunity for a heiring by-the Board of Trustees.
If no appointment can be made, every assistance should be given the em- .
ployee' in finding a suitable position elsewhere. A written explanatory state-

AN

a ment should be.included. . -~ " ¥ s

(' - / E. Grievance P(ﬂ«duhﬂ e T "\

B / " Any employee with'd geievance must. first discuss it fully with the immediate
e . supegvisor. Should-they not reach an accord on- the matter, a decond meeting -
L . will be called by the supervisor within two weeks from the.time of the com-

. plaing; this meeting involves the direttor, the supervisorsand. the employee.
' Should no accord be reached, the employee must make a written scatgméne -
- of the problem. One copy will be presented to the ditectqy, and the other
. mailed to the board of trustees. A meeting with representatiVes of the board,
"o _ the ditector and the employee will be held within two weeks and. the prob-
T . lem will be cesolved. Failure to comply with grievance procedures may result - .
in dismissal. A fecord of these proceedings,must be kept on file"by the °

personnel officer pr ditector.

a L i -
: The employee may ask the staff association or a union to act as representative. .
N _ . %- : f LN o S

. , .. |

N

v . . /," \'

-

. . P /" /
# See Appendix ‘A for grievance procedure for a libm%tﬁﬁ q,«,p{i;ltlion .
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Al saff meghbets are expected to give a high standatd of secvice to all patrons’
regardless Of social standing, sex, creed, race or age. Stuff members are en-

to take ani active interest in the concerns of the community in which
K , - B ) 4 . . .-

e

¥

)

'to cooperate with their ‘supervisots in ‘ateaining the

- Emploi ave )
work. In resolving problems be- .

common gosls of the library for which
tween employee and supervisor, the employee will follow. the established chain
of commapd. If problems cann Ived in
Procedwrs. ander VII, TERMINATIONS. -

Supeivisrs .
;" Superyisors welcome *inquities and
~ ployee has the right to expect direction
o visoxs, thus avoiding conflicting directions:
: R e o E S
i . P, StaffRooms . .. ‘ o
.0 i A staff foom shall-be maintined for the use of employees
. ‘who avdil. themselvés of the’ facilitics are responsible for maintaining the -
general cleadliness of . the room. Staff ro
-+ public, nor shall they be used for library businéss. . .

 Professional Atiitides and Conduct -

CIeis :g:cctcd dhiae thie conduct’ of the staff me;ﬁﬁcrs. toward
‘ er will zeflect favorable on the image of the libraty.

; Special Responsibilities ' g -
: I'!éch' employee is rdsgo'nsiblc-;fo: providing the personnel office and super-

_.vis6r with current uddress, telephone number, and an engergency contact,
" The staff member is also responsible fot all keys and/or other equipment:
 given in trust dnd the return of same upon ermination of empléyment, .

"ul

: The efn-

:ug?emons from cmplgyca.

P

Y, N

C foe

RS
) .

the public and’ '

I . "
“

Staff Asiocluliop , L T
' Members of the staff are invited to join the staff association which is organized
to further the library profession, to advance the library and its influence .in
" the community, to stimulate interest in reading and. to prdmote the mutual
, undgrstanding angd welfare of the saff, .~ £

“‘The staff u;dcinﬁbn sponsots professional and cdumtion@}*ﬁuctfngs and .
':mitia;_ it'may send a representative to fegular meetings of the libracy

4

*
Vi .

The staff association may, represent its membess in a

The staff association is affilisted with the Staff O

of the American Library Associ,tion;dél the Ohi
. e o

this manner, see B, Griwmcj B

'

rom « designated number of supet-e =~ - ”"

b

-

ooly. Employees .
rooms shall.not be svailable to, the

A




Undi " th provisions ( thc Ohm Revxsed Code, pubhc hbury laou'ds have wxde‘

i ' to. refet to the appropiiate sections of the code for . -]
guidelines aﬁectmg 'ubhc ‘employees. ‘This ‘OLA recommendatxon' S
ic ered Qm\nuﬂum ,fotjgl_ogtxon by hbmy boatds - S

-

A, Houn of Vlerlr.

v_*‘Profassxonal demcal and mamtenanc staﬂ' shall ‘not work more than 40 houts ;

ot a four: of five-day per week schedule. Participation of staff in professional :

" adtivities ‘shall be encouraged and a; reasonabl@ amount of time and expense,_ :
B mmbun;scmcnt for such acnvmes shall be allowed oL i

T ’é’l Overhmo USRI 3 'f SO

TR - 0vert1mc work must be appxoved m adeance by thc iz edxatc Sllperwsor Sl
o RembmsMent for such ovcrtunc shall be patd at 1% time. - s
C Vlulien A T . e

Annual vacation shall be allowed as follows Professxonal smﬂ—zz wo:l:mg Coon
- days;” Clérical and Maintenance staff—10 workjng " days and “one ‘additional -
;7 day (up to 12 addmonal. days) for each yearafter the fifth vacation yeaf.
o “Vacations for part-time staff working one-half time ot more shall be com- * .
- puted on a pro-rata basis. No vacation shall be allowed for part-nme pages-~ AN
. or other occasional hourly employees ' : SRR

.‘ Paid Legal Hehdays T P

" Nine legal holidays are allowed — New Years Day, President’s Day, Memonal
~ Day, Independence Day, Labor Day, Veteran's Day, Columbus Day; Thanks-
giving and Christmas as designated by Federal and State Law. Other hohdays
S rpay be desxgngted ‘because "of accspted practice in the local commumty

- e U . Ly

. See Olno I..xbrary Assocnanon s "Recommendatmns for Minimum Basxc Workmg Oon-
‘dmons and Bnnge Benefits for Ohlq Public berary }'lmployces "




Sick I.nve

- total of 120 days; pare-time staff -working half-time or more shall’

"'k‘ployees do not carp sick leave S e L
S Emergency - leave with pay shall be. granted to a staE member in the
. serious illness, injury, ot death of a member of his' immediate family r house--
B “exceed three, days. -

2 ~’:Matetmty leave with pﬁy should be gtanted up 0. the amount. of i !
. and/or other earned time accumulatad, with any additional leave to He gran
“without pay ‘within hmltatxcn., prescnbed by the gOVemmg boa

R “,organmtxon ‘
F. :I.uvoofAbuneo o . .
A I_eaves of absence thhout pay are sub;ec: to board approval ,
T G Oihor 1'imo Off

.‘/*‘,

duty exther thh or thhout pay at. the dxsctenon of the Bcg‘d

”m. wsum AND ECONOMIC IENEFI'I'S

Insunneo

{xofthecostforthemdxvxdual = AU PR

I Pondion

Retlt ent System of Ohio. v "

e g Full-tune staff shall carn 125 days srck leave per month to accum,%:ﬁ toa T
o 1 sick
.- leave. on; & pro-rata basis; part-time pages and orher: occasxoual honly' em-

Emplogees shall havc the opportumty t0 pamcxpate ina group hodpital and i
\n{oz;o: meédical . insurance plan With the hbrary contnbutmg at Jeast a. pot- .

. By la :&all elxgxble employees miist be members of the Pubhc _'_pl_oyee’s’{‘"

case.of o]

- hold. The amousic should depend upon cucumstances but normally ould noc, S

By Rw staff must: be permxtted time off for sde&xve mﬂmty semc and jury - ‘(-;~"' .

. S
1
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PERSONNH. GUIDELINES FOR GOVERNMENTAI. I.IBRARIES
' |

org tion. .

".agcncymwhxchheuemployed. . ~

; ,‘3:,:100 nceds of the agency or members of specific departments.

L Ingenetdthepemnnelpohqforgovemmentlibmunswmbeconuoﬂedby B
theagencyundthepohcymllbethcumgfocall&"lmedemployeuofthev

2 A govemment lxbnmn workmg ina govemment hbnry is ttelted asa gav- ;
*" . etnment employee, and as such, en;oy: the same beneﬁs a8 :vetyone else in the

3. Agovemmchbmmmapmohheresutchmddevdopmen:mm Hesm, |
. monprelxmmuyphnnmgrmotdetoobwnanenctpxcturcofthemfotmx o

-ﬂl- *The govetament libratisn pntiuputa in such decisions-as’ the swe, thﬁa-

tnons and selecnon of both professxoml and supportive staff.

C S The gavernmmt libragian ‘also participates in decision makmg concumng
YR fu:nlma and eqtupment for the hbnty .

fectmg the hbmy

: 7 “The employet shall strive to maintain & staﬂ‘ of such size that the suppomve
~staff is responsible for the management of the clerical and routine operatxons,
sthus-freemg ;be libramns to work in thcug}e; ‘of specuhuuon '

kx . B

TR TR Ry AT e s T e A e e Y

@ L

& 6 The_government hbmmi pamc:pntes in budget planmng md decmoas af-




ncommomons FOR mnmum usuc womue /

. CONDITIONS AND FRINGE ENEFITS FOR -

L€ e

GOVERNMEN‘I‘AI. I.IIRARY F.MPI.OYEES e

muQucnou,. RN -‘:f,,‘

. The basic persoanel policy foc hbmuns in govemmcntd Libraties is. set by the civil -

“J service Iaws and*tegulations governing all salaried employees of the govemmennl

agency (feleral, state, or local) underwhnchthehbmyuo:gamzed.ltumumed

o that hbmung will receive.the same benefies as other professional employees within
the organizaticn. It is recommended that thcotprovmom listed. bdo#becotmd //v o

. as basic to the profession. In the interesr of ‘mainedining’ high. professional stans~
.,-;;wd:rds:t!ﬁ*efiﬂéygﬁuuxgedtommum 1 clerical supporuvem; of such size ghdic

(o

.
! l.

-

| / ;i "c ‘Vaca

‘ the/hbmnns are freed franmuqc openuons to ' woek in theu:uuof

tm n" ) i )
‘ Y / )
‘woRkiNG connmons T

‘A. - Heurs df !Ihrlt : ‘ P
I.nbmy staff shall work no more than 40 s
. week. When emergencies requueov 3
- thh;compenutoryume e
l.\ " Holidays - ' o
~ A totat of 6-10 paid hobdays shall be. allowed, depending upon the Iaws under
‘which the governmental unit operates. Hohday: fallihg- on the employces

tegular day Off shall be taken on the day preceding or followingrThose f;
- -on Sa = Sundayshallbeobut;yedasprovxg?d

Ehgibﬂxty ' pnxd vacation shal! be dctermmed by the civil service laws
«  governing(all salaried-employees of the organization, and vary benvcen state,
. local, and Yederal libragies, It is recommentled that after 90 Is of service, -
" earned vac tlon leave (thh pqy) be grm:ed at no less than the ollowmg‘ ’

: Vm:mo» Eorned . _
Lcnglb of Scmu \ , Per Year B
~Under 90 days - none .
90 days-7 years. -~ . 80 hours-104 hours
8-14 years. . 104 houts-120 hours
15-24 yeats . 160 hours :
25 years or mote ... 200 hours-210 ‘hours

in the cml semce Iaws. .

Vacations musr = normally, be taken within the vacation year iz which it is ~

‘earned, Deviations from this must be approved by the hesd 1 librarian
by“the apptopmte ‘pcrsonnel officer. Employees shall” forfeit their rj
¢ of to be o any vacation leave to their credit wiich iy i _
of the accrual for three years. Upod separation from government service, an
. employee shall be entitled to compeqsation at his cutten
iawfully accrued and unused vncatx lcawc to hls crcdx

. ™

up to th:ee yms

3

\x

w

€ of pay for all. - -




v

&

D. Sick Leave . L e
* Short-term disability (sick leave) shall be gtanted and accumulated as- stated
in ‘the civil setvice laws with full payment for the period of‘cligibility,’ and
o shall accrue at a rate of 114 days per month. L :
' Sick leave may be used; upon approval of the responsible gdmi‘gxismtivc~ offiyer
‘of the governmental unit, for absence due to personal illness, pregnancyin-
~jury, ‘exposure to contagious disease which could be communicated to other
employees, and to illness, injury, or death in the employee’s immediate
family. Unused sick leave shall be cumulative without limit.
... _ Maternity leave with pay should be granted up to’the agount of sick leave
A and/¢6r other e¢d time accumulated, with- any additional leave to be
L granted withOut pay within limitations prescribed by the civil service laws
3 governing the organization. ~ o : S
E. . Other Time Off LA : . 2 | . z~ | ‘
* By law, staff must be permitted time off for selective military service and
’ _ jury -duty cichct with or without pay at thie disceetion of the org%nigation.
.1l WELFARE AND ECONOMIC BENEFTS = - | '
- A Insyrance’  _ . ' T o \l v
' All governmental library employees should have the opportunity to participate
_ in a group hospital, medical, and major medical insurance coverage plan
it with at least a portion of the cost paid by the governmental agendy o which

-

‘the library is a part. ' . ‘

Some type of life insurance should be offered to all employees.

" VB Pension - . o

. .. "By law,_all state and local governmenc employees must be members of the

- ¢ . Pubfic Bfiployees Retifement System-of Ohior*Federal-Employeés atécovered .

T by 2 federal employees retirement system. Survivor benefits should| be -avail-

7 . agl'c to all employees. All public employees should havé” medicare benefits -
S - and group hospital insurance available to them upon retirement,. :
,q. Exmn“’ o g ‘ o - Ve T BRSNS K 2 s ! - -

" Time and expenses shall be paid”for attendance #t meetings, seminars, and.”

training sessions, within limitation of the budget. VIR

;
|

4 —
\

P e}
DERARE 2

v Approéc'd by the Ovbiob Library Assagiation éoard ‘of Dirag:ior;,"?eliﬂ'ii&fy 7,1975.
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g SCHOOI. LIBRARY MEDIA csnrens A GUIDEi:INE

B 'I'lb'c of Contonls\ S
Personnel gmdelmes fot hbnry/medu specxahst . g [ - e -~ . '"’*“‘%4':
a endstions for minimum basic wotking condmonk and fnngc beneﬁts for
hoo libnty/medu employees : , 34
e ) . o
ptroduction g .34 ’
» o ) R . ) Voo o . .
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L : . . . . .
1 N * . . R . . AN R

PERSONNEL GUIDELINES FOR SCHOOL' .~
™ - LIBRARY/MEDIA SPECIALIST .

, ' o
. ‘The school libraty media specialist has a dual role. One is that of faculty’member with
- concern for thcncgti_te cducsf'..rggnﬂ'ﬁzcucss. The other is that of the library med?:e:s‘pcéia}' t
with responsibility for media setvices to undergird the educational effort. School. lib.
medis specialists must’ meet educational requireménts for certification which are‘equival
nt and frequently in excess of those required for classroom teachers at the same level.\ -
Their specialized training is multi-faceted, as are their job requirements. Théy may be
generalists with training in many aspects of media or may be specialists in specific aress.
All have in common' that, as professiondls in school libraty media service, certificati
the first condition for eniplSyrhent. o . PO

.\ Certificated school library media personnel\have the same rights, benefits and privile,

), as other cettificated personnel. These include salaty according to schedule with éxrend

./ ' pay at full professional rate for time beyond the contracted amount, sick leave, pe
ave, professional leave, medical and other bépefits.. ‘ . r

Certificated school librafy media lpcrsonnel have 't.he.tcsponsill)ility for the plknnfng and \
sdministration. of media services to students, teactiers and admidistrdtors. ~ * :

Certificated school liBmy media personnel, as members of the faculty, pnttiéipate‘.in'
cutriculum planning and implementation-and in other aspects of the educational program.

4

Ceteificated school library media personnel participate ing,such decisions as the number
and qualifications of the media staff; the selection of supportive staff, both, professional

K
¥
: erical; the development or revision of job'descriptions to insure inclusion of ap- wf ’
. A e . o ~
e R 3

propei te competencies. -, tha

L,

Ve A

oy

Certificated school library personnel participate in dccision-malgin‘g concerning facilitiesy
equipment and other arrangemeént® 'with which they are expected to wotk. . - © §
o 8 N N oo . . .. : .

) . . A
Certificated school library media personnel participate in all budget planning and deti-
sions which affect the media program.” o o o
' Certificated schiool libraty media petsonnel are evaluated by an instrument which will
- assess their competence in media specialist skills as well as their petformance as m '
- . of the total educational staff, : : C I

,Afhov:é by .‘L.Obio. A:.fociaﬁon of School Lzbrmdm, vMay 6, 1974. ]
. o . - .

“+  ,RECOMMENDATIONS FOR MINIMUM BASIC WORKING -
=+ CONDITIONS AND FRINGE BENEFITS FOR _ -~
" SCHOOL LIBRARY/MEDIA EMPLOYEES~"
I INTRODUCTION | - o -
Local boards of education determine policy goyefning all employaes of their school

systems. The professional library staff in schools should have the rank and privileges
. of the teaching staff of the system. .

(34)

o

-




). WORKING CONDITIONS . . - \\g BT
A HoursefWerk - I
" Professional shall work:a seven-hou day ﬁVc days per week, Suppomve
 staff work a ggg-ﬁ:y week not to exceed 40 hours, ‘Overtime work should be -
- approved by the immediate supemsor, and ‘staff so v(rorkmg must be lmcd
‘at the rate of I}é time. -, . ‘
'3 Holidays and Vaaations

o All school .libnry em_ployc& are_pnder contract to work accordmg to the v
| ~ * school calendar adopted annually by the system. Hohdayx ‘and vacation’ clos-

L I

‘ ' . ings of the- schools will be designated thetein, .
e Sikleave . o
| ;. State law sets the minimum ofi sick leave accamulation at 120 days for school :

_employees, At the tate of 15 days per year covetagc, boards can provxde 120
_or more a3 the maximum accumulation. 1

Maternity leave with pay should be granted up to the amount of sick leave*
| and/or other earned time accumulated, with any additional leave to bg
. . geaoted without pay within lnmmtxons prcscnbed by the governing' boar

| ‘of the organmnon L . ) :

|

' D; ~ Personal Leave .

" Schobl library personnel be paid/for petsoual leavc as provxdcd in
coneracts. ‘This leave may b of two — Type R,.which is restricted to =5
a limited list of reasons as designated by the school board or Typc/_y, which
is unrestricted and may be fo: any reason.

E Other Time OFf B ' ‘ o St

: By law staff must be pcrmxttcd time. dﬁ for selective mxluary setvice and - °
“jury duty either thh or’ without. pay at the dxscxcuon of the Board (or
orgamzmon) ,

- Sm. WEI.FARE ANI’ ECONOMIC IENEFI'I’S NS
A, Insurance ' '

Al‘l'%chool employees should have the Opportumty to. partlcxpnte in'a group o

ospital, medical, and major medical insurapce coverage plnn with at Jeasta - .
ttion of thc cost paid by the bon:d of educauon

B. Pension - e ?

/
Al elxgxble profcss:onnl m& muyst be members of thc State Tcachcrs Rctirc-
. ment System of Ohio. All eligible supportive staff must be members of the-
Schoo1 Employees Retirement Systcm of Ohio.
I(L.

, Approvad by the Ohio Library A.r:oaiatipn Bomi of Directors, June’7, 1974,

(35), ,




MODEI. PERSONNE}. POLICY FOR SPECIAI. I.IIRARIES

A GUIDELINE - ‘ e
| Tablo of Conhnh S ‘
Personnelgmdelm«foupecu.lhbmm B - e N ~37‘ |
' : |
Recommendauoas for minimum pasic wockmg conditions ,;nd fnuge beneﬁts for |
speculhbnry/unployees 38 |
L TOROORUON et - e 38
ST . : o * 1
*lf Wo:kmg Condmons S — : e e A8 |
A HouxsofWo:k | : ~ Y S
_C., Vué;tioqa’ L .
ﬁ’ S_ickLuve‘. _
AL~ Welfare nn&.Economuc Benefits . ‘ ;

A.lgunnce L,

- .B. Pension ' .

: ‘C. Expenses S e ’ |
o:he:nen%ﬁu .
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Y

CIn cral the permnnz policy for specml lxbnmos wxll be controlled by :he puent -
company and the pohc@ wdl be the. same foi"all s;fmed empl%el of the orgamzanon

” such enjoys the same benefits as everyone else in the oompmy

w} )
A special hbnmn isa pm of the xestuch and development team. He sits in on pre-
liminary planning in otder to obtain an exact picture of the mformatxon needs of the
, orgamzanon ot members of specxﬁc departments. s

The special librarian 7 puqultes ‘in such decisions as the number and qualxﬁauons of
the specul staff; the selection of suppomve staff, both professional and clerical. *

The specxal librarian, also pamcxpetes in decislon makmg concerning fncl.hues ‘and
. equxpment for thc hbmy o .

The special’ hbrnmn pamcnpates in budget phnnmg and' decxsxons affectmg the hbmy

.'The. employer shnll strive: to mdint4jn-4 staff of such a -size that the supportive staff s~
. responsible for the anngement of the. clerical and rfoutine opemlons thus freeing the

o lprofesaloanmmns to work A\exr area of specmhzmon
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:REcOM'MENDAj'TIONS. FOR MINIMUM BASIC WORKING

-

¥

. CONDITIONS AND FRINGE BENEFITS FOR -
" SPECIAL LIBRARY EMPLOYEES ~ =

INTRODUCTION

. In gehieral, the personnel policy for librarians will be set by the organization and ' *
" will be the same for all salatied employees. However, in the interest of maintaining ',

high professional standards, it is recommended that employers note the provisions
here Jisted as basic within the library profession. It is m:tyhu suggested that em- ' -

~ ployers strive to maintain a staff of such size as to permit the professional libary

persoqnel to work in their area of expertise with suppoctive staff to perform

i "
Y o

WORKING-CONDITIONS .~ '~ g . A

PR

R

_gz\y'mf-w&k S
™ Library staff shall wotk no more than 40 hours nor more ‘than five days per

© - week. When emergencies require overtime, it should be paid at, 135 time for
non-supervisory staff and with compensatory time-for professionsl staff.

| 'c'.’_"“i'.".""";»;' : S T
« - Eligibility for vacation shall be determined by the policy for all salaried,em-

.~ . observed as provided in the employer's holiday policy. .~ . . yd

- Aol of 59 paid lein.( holidays shall be allowed d.épen'dingv,sn otganization ;-
~ policy, Holidays falling ba the employee’s regular day off ‘shall be taken o
- _the day preceding or following. Those falling on Saturday or Sunday shall be -

ployees of the organization. Professional librarians after one full year of
service, should receive at'least 20 working days paid leave. Supportive library
personnel should receive the' same vacation as other comparable employees of

the organization, Part-time staff wotking half-time or mote should be given'

paid vacation on & pro-rata basis.

. Sick Leave - “ o .

+- = . in the employer’s policy with full payment

" . Short-term disability- (sick leave) shall be %nntcd and accumulated as stated .

ot the initial period of eligibility,

" plus partial payment depending on years of service. S .
Materhity leave with pay should be granted up to thie amount of sick léave -
.and/or other eatned time accumulated, with“any additiopal-leave to be granted

. without pay within limitations presceibed by the governing board of the’

. . ofganization, . , o L B B

‘K. Other Time OFf

"+ ._By Jaw- stdf must be permitted timie off for selective military service and

jury duty either with or_without pay at the discretion of the Board (or .

Organization): ,
. ' : Py v - DU
- N = >
‘ ) 9 . g
. . . 3 ) \ ‘\,: 4 :



CLm D Icouomc unzms )

Imunnu ' ' ) S

. plus_contributory benefits based on the percentage the employee pays, shall

" Long-term dxsabnhty\iull begia after the short term diubxhty ends, Non-a""' ’
contributory benefits, which are & percentage of the.employee's carnings, ..

BN T :

continue until recovery or tetirement age. Monthly premiums for cpntnbutoty s

. benefits shall be the same fq: all eniployees of the orgamuuon.

Accident dxsabxhty behefits s;nll become effective in the event an /cmployee .

+ - has an accident on the job. In addition, authorized medical expenses shall be

paid in connection with injuries resulting from accidents on thc jOb Em-. Sl

- Al dmbxhcy bGncﬁts shall be ad)usted from time to tnne fo: econozmc

|
| .
}~- "+ ployees shall be eligible for coyerage 45 soon as employed.
r\ .’ ) ‘» ) ‘- ) A3 ﬂucm‘tlms R E

|

|

centage of usual cost.

should be offered to all employecs. <o

4

Pcn

2 mt peuod of tife, they shall also be’ able to parti€ipate in non-contribu-

" which provide for the payment of a survivor pension to spouse or

. ii
0‘.

msunnce plans shall contmue nfter fetirement.’

. Expenses

Time and expenses | shall be paid for sttendance at meetings, seminars, and
training sessions, within limitations of the budget. Dues will be paid for
professional staff memberships in at least one profcssxoml assocxation

Othdy Benefits

Depending upon the size and type of orgnmzauon, some or all of thc follow-
ing benefits may be available:

eﬁts, Thrife. plan, Tuition plan, .
» . r

Appfowd by tbl Olno L’i7’ Association Board of Dmctof:, June }/197[

’plan, Relocation

4

~.

. Al gmdpMm shall be cove:cd by a mcdxcal cate plm £ thc mdxvxdual and '
~— ents. A major medical plan shall,be available, also, with premiums .

s E:xd by the employee or by the organization, A prescription drug plan shall
- prov:dcd whereby employees may pu:ch:se dmgs or only A smdl pet- »

tory and supplemeritary. contributory pension lups,ri’enslons for early retite--
ment shall be the same for all em ;lqrea Oguoml plans shall be available

pafent -
upon the death of the retited employee. Hospital, medical, surgxral :nd life

Sisvivor benefits may, vary thh the organizauon. Some type of hfc insurance .

loyce: shnll be membcrs of the orgamzaubns ;ememcnt pltn Afte: o

Blood donor pro%::a, Employee’ discounts, Mntchmg ‘gifes plnn, Profit bonus | B
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" AN EXAMPLE OF A GRIEVANCE PROCEDURE FOR A LIBRARY - .
© . WITH A STAFF ASSOCIATION: -
Ay emplpee with » gievaace musdiscus ol i i immine spervisr, 1
. - Shauld theynot te#éh dni accord-on the mitter, a'second-mecting shiould be called by-the 4 -
-™ 7 supervisor within two weeks.from the time of the complaint —— this meting (0 involve. .

" the Director, the supervisor, and tlic énplojée. Should: o accord be possible, the gm-
- ployee must mgke a written Statement of the problem. . .- ¥

o <)
O P

N

_ - B e  THTEEENE ,
—_ The grievifice shall Be submitted Jh writing tc the grievance committe¢ of the:
o staff association, When possible, the grievance shall be resolved within this com- o

- mittee. A solution or referral must be reached. within two weeks. ! ,

b, The case may then be taken formally, id writing, 30 the designated personnel

) .. officer by the grievance cominiftee of: the employec. A solution or referral must .
e ‘be séxched within two.wegks. 7 .- ' 7

‘e

¢ 'The case may then be presented to. the Ditector of the ,li‘bqrar}:', in writing, by
- either the grievance committee or the employee. A solution miust be feached
~ within two weeks, e S
- d."If it proves necessary, the grievatice” comimittee or the cmployee may present
- . the case to the saff association executive council-at its next meeting, ac which

g : to'r.esolveit.‘ ‘

, . . . e - “,Kc’
e. If no solution his been found by thc preceding niearss, the finl recoutse is o

time the administration shall be present to discuss.the isiue and make an agtempt

B

d

] % =



|4 Unlxze thelocal gnevance ptocedﬂms or requcst 2 " 2 { i)y the lqcal gnevance' : C .
\commxttee. R i S e

R

5. Legal, counScL and reprcscnmxon may be desu:able Lo

etermirie the specific nature of the complaint. Is it 2:case of job ¢ ination,
fair employment practices, lack of f"duc proccss, unéthical behavior, ‘teaure,
ellectual freed :

0 :: thi y : 1chq thc"f’yroblann occurred, 'prmupll

person and/or groups inv ed, the issues ound which ‘the- probletn arose,‘
and the hbraty matcm.ls A y, mvolvcd
chronology of events pertine is prc »

: conttovasxes in which you were' volved will be helpful.

ma’ . such extra-legal p::essure&“'_” i also, valmble

materials; loczl employn:em; tules and- :egulauOns, kws, petsonnel manunl,;

lo:;trllimmt ' -wammg notmes and corrcspondcnc ould be. gathc:ed

LRI \

Faxlmg tcsolutxon by the Tocal gnevanCc pmcedures, thpcst assistance from 2
£ ésoc;anons, Local Umons, American Library: Association, Ohio, Education = - ¥
.»Assocmmn, Ohio’ Association for Higher' Education, Amietican ,cheratnon of

~“Teachers, "American " Association - of Umversxty Professors, “American Civil

 Liberties. Union, Omo le Rnghts Commxssxon State berary Oonsultm: StaE

o und,/or othcts.




L AI’PENDIX—C E

s:c RI'I'Y OF EM?I.OYMEN‘I‘ IN I.IBRARIES
A STATEMENT OF POLICY OF THE AMEnléAN
I.IBRARY ASSOCIATION

-

I.ibmnes exist for the common good ’l’hey collcct, o:gamze and chssemmate the‘. e
hic; records of man's past actions, present concerns, and future aspirations. "Libraries -
1¢-under the. policies set forth in the Library Bill of Rights- support the' cofd
‘ g dey@iopntent of an informed citizenry by enabling all ‘persons to’educate them- - =
J4 §elvec and and _thereby - pamcxpate tesponsxbly in- the decxsxons aﬁectmg theu' hves and T
s siocxetyjsawhole S R

. If the needs of all hbmy users and of socxety in general areto be sansﬁed, hb ans
S \;‘must be’ provxded with security of em fployment :Security ‘of employment’ enabes 2 Do
: _,-V:("\libmxan to wotk responsibly. without fear- of interfereice or of arbitrary or unjust .
2o dismissal. Secunty of -employment encoutages a librarian to make’ proféssional decisions . - -,
- for.the common good without fear. of reprisal. Security of employment provides & suf. -
- ficient degree of economic security to make: the profession- of dnhg;gmnshxp agtractive, .,
= to men and women-of ability. Security . of employment protécts: aTibratian” agamst_,? e
e dlsmM for castying out the principles of the Library Bill of Rights. e

A Secunty of emp10yment means that followmg the sausfactory complcuon of nj o
Rmbmonary pesiod, the: emPloyment of a. librarian under permanent appointment® - .

. carries with it an inistitutional commitment>to continuous: employment; -Professional- -~ -

l’_ B tompetence, in accordance with the aims and objecties of lxbrananshxp and the official ¢ |

’.; -+ - policies of ‘the lxbrary's -governing board, should be the ctiterid for ‘accepfble per-

:

|

\

|

|

\

RN

.+~ formance for 2°librarian with petmanent appoinement, who shall not be termmated o
e, without adequate cause, and then only after being ccorded. due ‘process: . o]

Interpremon of this pollcy on secunty o£ employment m hbranes should mdude.",‘ E
v the followmg Tp

‘ 1 The.- prec;se terms and condmons of every appomtnient should be stated in
s - writing and’ shonld include a clear. statement of the institution’s Ppractice in
v *4; regard to probation, security of employment; angi fetirement, This statement -
o should be in the possessnon of both the ;nsutuuon and the’ pmspecnve em-
; ployee before the appointment is made, " L

% Adequate cause’ is limited to? demonstrableamcompetence, mental or physm.l B
. incapacity; willful neglect of duties; mandh\mty rem‘emenc, bona fide ﬁnancml

. exigency.

.+ 3. Due process 'mdudes at ieast the following: ftatmena of charges followed by
™" -gppbrtunity for 4 fair hearing; the right of counsel if desired; the"right w

" present evidence and to cross examine; a decision based on the record of the -
o r'heanng, the nghr to appeal a dismissal judgment. - . ’
. (Comtinsed on paga 43)

Al

1I.|bngL Bilt. of Riglm Adopted June 1948 Amended Pebruzry 1961 and June 1967 ’by ALA .
Coun

» 2Pernisnent appomtment in different types of libraries is vlnously al]ed tenure, oonunuous eppomt- '
: ment, career semce. xegulu contract, etc ) . '

-




.',“A’v“'; - v 'v i 4

74.Permment; l

5 Pennment anploymt status shall not
et :elutl‘:m‘hc o:lontgnmtd‘::u“é hcabl ional policies and practices,
LR ignment sccording 1o e instituti cies

! an andpmded;sfutthe: thnuci pp

, (lf any held) Otlhty

- Appmd by she Obis stuty A::ocfdm Bmt o Dm:m, Mmy 7, 1975

Lo e - ) f-u .

ude realignment of responsibilities

(’~'

» o e S e - o LT A

et

%
4

e

layment mnu;hallnocpredude enlmuonofperfonnm:t
‘scgording to spplicable institutional -policies and p(ooedum

s of the institution, provided that :uch .

redxgnmentdoez notrmﬂtmreductmmrmk o

LR HE




